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Logging into the CoP

There are 2 ways to login to the CoP. On www.ahima.org, choose Communities on the top toolbar or the myAHIMA on
the right side. You enter your AHIMA ID and password. Your password may be your last name (first letter in caps) if you
haven’t changed it in your Profile or joined AHI MA online.

’ tl I I lVI} \ Search AHIMA m
\HIMA Store | AHIMA Foundation Commuﬂ(}ody of Knowledge m

Schools & Continuing  Conferences & Publications R = Advocacy & Cai in

Academics Education Events Public Policy
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If you use myAHIMA, you will choose Communities of Practice from the list of your member only benefits.

About Us Membership Certification

Wondering how to streamline your
processes to get ready for the transition
to ICD-10-CM/PCS?

The Computer-Assisted Coding (CAC) Summit April 12-13 in

Baltimore, MD is focused upon emerging technology solutions as
a mathad to aain afficienciss while mantaming codinn auality

Remember Me
Foroot My Password Login

re | AHIMA Foundation | Communities | Body of Knowledge

Schools & Continuing | Conferences &
Academics Education Events

hip Certification Publications

<~™AHIMA Active items » Ea

Preference:
=low are the active items that you are currently logged into. Click on an item to access it. To edit y
» Communities of Practice / » My Profile /| Dues Renew:
» AHIMA Body of Knowledge
» Distance Education Campus
»  Meetings

» CE Quizzes
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Personal Page: When you first login, you will be directed to your Personal Page. The What’s New Topics feature will
appear, listing the top 100 new topics in the communities to which you belong. The topics are items that are underlined
item in red, on the left side of the page. The title of the topic is what is in red.

A topic (black arrow in screen shot) is where all content is—links, resources, workspace, comments (discussions), and
events. All the information rests in one place. You can read the information within a topic by clicking on the title. The

topic opens and you can comment on the topic or add a resource. To create a topic, you need to go to the community,

see Add a Topic page 6.

Use the filters (Views, Filter, Order By, and Page) to sort topics accordingly. See the red arrows below. Use the filters to
check out the newest topics in the communities you belong to, or go directly to those communities by using the dropdown
menu under My Communities on the right. For the icons seen on each topic, go to the help guide — CoP Topic Icon
Guide.

What's New Whats Popular Notifications My Profile Bookmarks Suggest a Community Search Help

You are at MyPages >

Nhat's New Topics Y
liew Filter Order By / page / v

opic items ¥ | |All My Communities ¥ | |Date (Recently Added ¥ |10

hY d’ k here for assessment

ok Tags: team talks, BIB

Ethics Resources
0 Here are quick access to some ethics resources AHIMA Code of Ethics, revised 2004 Standards for Ethica
Coding Ethics Self Assessment

What’s Popular: Use the navigation bar on top to navigate to other areas. What’s Popular lists the top 100 most
popular items (based on ranking, rating, and the number of times viewed) in all the public communities. You can use
the filters to better define what you want to review.

What's New What's Popular Notifications My Profile Bookmarks Suggest a Community Search Facilitator Help

You are at MyPages > What's Popular

Nhat's Popular Topics
liew Filter Order By Page A

All Topic Items ¥ | |All Communities ¥ | |Highest Ranking M| |10 |\

Tags U% @

1. Notifications: The next link on the navigation bar is Notifications. Select Notifications and subscribe to receive

updates from your communities by e-mail or RSS feeds. Set up the Get Feed 2 to use any RSS reader, or use the
RSS FEEDS folder in Outlook 2007.

RSS readers, such as the one built into Office Outlook 2007, allow you to subscribe to RSS Feeds and then read

content or follow links for additional information. Whenever you see a link to a feed, or an RSS icon 8 , just select it.
Microsoft Office Outlook 2007 can automatically subscribe you to that RSS Feed.

Using Microsoft Office Outlook 2007 to subscribe to an RSS Feed is quick and easy. After you subscribe to an RSS
Feed, headlines appear in your RSS folders. RSS items resemble e-mail messages. When you see an interesting
headline, just open the item or use the e-mail function to subscribe to community content with the buttons on the right.

Find out more on RSS.
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You can also subscribe with e-mail. The e-mail is sent to the e-mail address you provided to AHIMA. Choose the

content you would like to receive and the frequencyy o u’ d | i k e. (The defawdt s adner)eClick Update on
the bottom of the page when you have set your preferences. Please see the CoP Notifications Help Guide for more
information.

You are at My Pages > Notifications

“ommunity Subscriptions and RSS | Remove Item Subscriptions

Content Email Frequency
None Weekly Summary
ACE: Action Community for
xcellence Fj(iet Feed 9 New Items 44—ty '@ Daily Summary
New Items and New Comments Every Post
None Weekly Summary

Acute Care F..;‘Getl-‘eed ® New Items \ _ Daily Summary
L Mles Bamme and Rlaos Cammmsnte @ Cumms Dact

2. My Profile: Your profile page has additional features. Under My Profile Preferences, you can upload a picture and
create a short bio. My Communities lists all your communities. My Contributions shows all the content you posted

making it easy for you to see your work. You can opt to allow others to see your contributions, letting them see your
work and learn more about you.

vy Profile

Youareat MyPages > My Profile > My Communities

[ v rnm/ému [ I (nn'{unm« [+ [V DrnAﬂhvonrﬁ(

Click on My Profile Preferences to go to your profile. Your address and e-mail are displayed for you, but not other
members. By choosing Edit My Preferences, you can share your bio, photo, contact information, or your
contributions, bookmarks, or communities. See below for additional help. For more detailed information on your
profile and to opt-in for e-blasts, view the Profile Settings Help Guide

IVIy Proriie rrererences

Click here to opt out of community e-blast emails. ﬁou may now opt-out or opt-m to
~ receiving e-blast from facilitators.

Carolyn Guyton-RingbIoom DISPLAY THIS INFORMATION TO THE PUBLIC
MBA, RD

Note: To change your address/e-mail/name,
you must go back to myAHIMA and change it under 'My Profile/Dues Renewal'

Make Public
7 Business Address
233 N Michigan Ave Fl 21
Chicago, IL 60601-5519

ou addresses and e-mail are
not displayed to other members
unless you allow it Check the
Lboxe's to make these public.

Yoiu may also share your
contributions, communities, and
bookmarks if youwish.

Other Address
Make Image Public 148 Gage Rd
Riverside, IL 60546-2360

Email

Upload picture by clicking browse carolyn.guyton-ringbloom@ahima.org

Browse...

(File size limit is 20 KB) to and selecting a photo. Check the

permissions box and then click the
By checking the box | certify that | : Submit Photo. Youmay share a
have the right to distribute this photo Participation Statistics Bio with other members by checking

and it does not violate the terms of use. A Bookmacks List the box and adtf"nghey(d)ur _'{;:orﬁnanon-
r When you are finis with all your
chengs, chek pcats.

¥ contributions List

Y| Communilies e

Make Bio Public
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3. Bookmarks: You can bookmark (save) topics for future viewing. Choose the bookmark icon on the right side of a
topic to store it in your Bookmark folders. View your bookmarked topics by selecting Bookmarks on the top toolbar
of your Personal Page.

What's New What's Popular Notifications My Profile Bookmarks Suggest a Community Sea

You are at MyPages > What's New \

What's New Topics

View Filter Order By Page
All Topic Iitems ¥ | |All My Communities ¥ | |Date (Recently Added) ¥ (10
Code Write February 2010
O General CodeWrite, February 2010 Created By Mela
u::-"iv Pk
;@
e
Comments: 0 Views: 0 Created: 02/27/10 20:02 PM By: Patricia Maccariella-Hafey Updated: 02/27/10 20:02 PM
ANy Bookmarked Topics My Communitiies
ere you can manage your bookmarks v
Ethics (¥ €5 Agd new bookmark foide 3 Remove this foider and its bookmarks
Ethics Resources -
0 Feeaea e s s e’
Seif assessment and Code
AHIM ed
kK z
Tags: ethics, seif asssesment, code, standards, ethical coding =

4. Search: Three types of searches are now available on your personal page or any community page. Choose Search
in the top toolbar and three search options will come up.

A Search Content

A Search Members

A Search Communities
All ease the process of finding the information, member, or communityy o u’ r e | .oForladdiianpal telp,rsee the
Search for Members help guide.

My Pages Search Content Search for Communities Search for Members Facilitator Help

You are at Search > Content

Content Search Results

My Communities: My Communities appears on the right side of any page. Select the dropdown arrow, to navigate to a
specific community. If you want to visit a community directly, just use this drop-down when you first log onto the CoP

View Filter Order By

All Topic Items - All My Communities - Date (Recent Updates -

Entry level coders

Page 4 of 9
User Guide 4.4.11



Specific Communities

Topics: Topics are listed within each community. All content is listed within the topic—links, resources, workspace,
comments (discussions), and events. All the information rests in one place. Use the icons to see what is included within a
topic. For additional help, see the Topic Icon Guide help guide.

RAMIIVIA
liew Filter Order By Page
All Topic Items - AHIMA - Date (Recent Updates) - 25 « |Ge
Add New Topic All content is consolidated under a topic,
/‘ discussion/comments, links, resources, and more |
Networking =
- Hello everyone! |am new to AHIMA and would love to network with anyone who is willing. | am an HIT student
right now and in our Career Development class we have been talking about how important it is to communicate with
1 8 others in our field. | am very eager to start a new career and would love to have peers to discuss the field with!
P Thanks- Sonya Brown
Tags: networking, student @
Comments: 21 Views: 488 Created: 2/8/2011 6:58 AM By: Sonya Brown Updated: 3/16/2011 11:32 AM
o AHIMA Election - 2011
5 Information on the 2011 AHIMA Election.
Tags: Voting, Election, Campaign Policy and Procedures, Candidate CoP, Ballot @ @

Pammnncens ERTs— TN Femmends AIAAIAATS 244 088 B Maribiin DanAAr | indasad: 3 /1213014 A0 LS

1. Opening a Topic—Open a topic to view its content. Resources may be opened here as well. You can add a link or
document, or provide a comment (discussion thread) on this page. Choose Go Back at the top or bottom to close the
topic. You can add to a current topic by opening the topic title either from your Personal Page or from a community

page.

ARNVIA

View Filter Order By Page

All Topic Items - AHIMA - Date (Recent Updates) - 25 - bc

™ Add New Topic /rchck on the topic to open it l

Networking

V] Hello everyone! 1am new to AHIMA and would love to network with anyone who is willing. | am an HIT student
right now and in our Career Development class we have been talking about how important it is to communicate with

18 others in our field. | am very eager to start a new career and would love to have peers to discuss the field with!

Sk Thanks- Sonya Brown

7 Tags: networking, student @
&7

Comments: 21 Views: 488 Created: 2/8/2011 6:58 AM By: Sonya Brown Updated: 3/16/2011 11:32 AM

AHIMA Election - 2011
Information on the 2011 AHIMA Flection.

-
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2.

Here is an example of a topic that is open.

Topic Page—You can now see all the information in a glance, including Description, and Discussion on the left and
Resources, Collaboration, and Workspace on the right. You are now able to print, subscribe, and bookmark from here
as well.

, " On the left side will be the topic title, community name - - - -
View Topic and description. On the right side, if you are the author,
you can edit the topic. Otherwise, you can bookmark
Ethics Resources |the topic, see if you have read it as well as seeing how Bookmark ) | | Statistic
T many comments are included. When you are done, just -
= click the Back to the Community button.
d Resources
~ommunity: AHIMA Featured: No Read: Yes Comments: 2
1ere are quick access to some ethics resources
The discussion is now located below the topic Link AHIMA Code of Ethics
1. AHIMA Code of Ethics, revised 2004 description. You can access the posted By: Carolyn Guyton-Ringbloom
2. Standards for Ethical Coding resources on the right. You can also connect to on: 2/8/2010 3:06:14 PM
3. Ethics Self Assessment Collaboration or the Workspace as well as Print
or Subscribe to the Topic.
Link AHIMA's Standards of Ethical
Coding
By: Carolyn Guyton-Ringbloom
on: 2/8/2010 3:07:11 PM
- [rowee
;;m O Oldest First ® Newest First DlSCUSS|ON
Link Ethics Self Assessment
By: Carolyn Guyton-Ringbloom
|7 Links to documents are easy to access in the new format On: 2/8/2010 3:08:01 PM

Add a Topic: You can only add a new topic from within a specific community. Choose the community you want to
add topic to (such as AHIMA) and click on the community name from the My Communities drop down menu.

You are at My Pages > What's New

What's New Topics

View Filter Order By Page
All Topic items - All My Communities v Date (Recent Updates) hd 10 + |Go ..~.A_
e —
Entry level coders Charge Master
1 amm an BUIA and haua mars than 12 uaare Af hasltheara infarmatina av 1 haus rama ta 3 "rrnce Coding or the 2011
Select the Add a Topic link on the top left of your community page. “F Add New Topic
Topic  Calendar  Archive Related BoK  About
AHIMA
View Filter Order By Page
All Topic Items - All Categories - Date (Recent Updates) - 25 - [E
+ Add New Topic
Secure your place at the AHIMA ICD-10 Summit
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The first screen of the Topic Dashboard will appear.
Screen One: Basic Info: Add the topic title and description. Then choose the category and tags (keywords).

1 If you are starting a discussion-only topic, go to this screen and then select Post Topic Now on the bottom
left.

1 If you want to add other items, choose Post Topic and Continue to More Options. See the screen shot
below for greater detalils.

[=]
I;JC’ COMMUNITY: AHIMA ype your topic fitle in this box. ™
—ly - Include your description, information,
\asic Info or question in the description box.
/
¥/ Topic Title: * Required

L7 3
Topic Description: o) Editor: _ _
Basic Text Box '@ Rich Text Editor

‘ B I IE EE = E | * Required
Choose a category for the topic =~~~ ™
¥ Category: GENERAL ¥ *Required _ from the drop-down menu and add I
¥/ Tags: = Add Tag

e choose one of the two buttons, ™

Post Topic Now Cancel Post Topic Now or Post Topic and J\
Continue to More Mon" Post Topic and Continue to More Options

Dashboard pages: If you choose to continue from the first page by choosing the button, Post Topic and Continue
to More Options, —d a s h bpagewil dppear. This dashboard page provides options for adding content. If you
want to delete your topic, you can do it on this page. See the screen shot below for more detail.

JOOMMUNITY: Traini r Faciitators and >ta;
ng yo T | There are four pages to choose from to add more

content. See the bullet points beneath each page for
a description of what is available. You can choose to

‘OPIC TITLE: icd-10 add content to each page or just one page.
= ’
o= — |
= 26 ! 0
e S8 £
jasic Info Advanced Resources Collaborati Delete This
Options on Topic
e Title ® Display Dates ® Files ® Document for check
® Description ® Workspace ® Links infout
® Category e Event ® Doc History
® Tags

B2 n Back Ta Tanie Lict
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Screen Two: Advanced Options: Add an event or a workspace (whiteboard) on this screen. Events are displayed on
the calendar.

On this page, you can

1. Choose a start and end date for the Topic Display (when it appears under the
COMMUNITY: Training for Facilitators and Staff | 1= ¢% "2 50 P S0 T opic Display ( ppe

2. Add a workspace (whiteboard) and work with others on developing a

document.
Advanced TOPIC TITLE: icd-10 3. Make this topic an event. By including an Event date, the topic will show up on
Options the Calendar with the topic title and descripion
\dvanced Options allow you to control a time period for this topic to be visible to members. You will always be able to see the topic, however. Also, there are options for displaying the topic as an even
ind activating the workspace, where all ¢ Y bers can make
-— —_—
¥/ Start Topic Display: 3/3/2011 / Stop Display: ’

Leave blank for continuous display

Activate Workspace: [ pisplay Collaborative Workspace?

/ Event Date: 2

On all the dashboard pages, click Update

‘____.—-———' when finished to save your changes

Update || Cancel |

Screen Three: Resources: Add a resource (file or link) on the Resources screen. Choose to add a file or link. Add
text to describe the document or link in the Display Text box. Be sure to click the Add Resource button to have your
resource included. See the screen shot below to define the options for this screen.

COMMUNITY: Training for Facilitators and Staff

TOPIC TITLE: icd-10
Resources

‘he resources feature provides all community members the ability to upload documents or provide URL links which are relevant to this topic. Attached resources are shared with al

i o On this page, choose to include a file (Word,
eyb PowerPoint, Excel, or PDF) or a link with your topic.
D iiia ¢ bk Just click the icon for the one you would like to add.

COMMUNITY: Training for Facilitators and Staff

R s TOPIC TITLE: icd-10

‘he resources feature provides all community members the ability to upload documents or provide URL links which are relevant to this topic. Attached resources are shared with all
riewers of the topic.

o a"b When you click on Add File, this new window
AddFile Add Link appears. Type in the Display Text you want

members to see and click on to open the file.

Display Text: * Required Then click the Browse button to retrieve the file

P Lastly, click Attach Resource. When the

File: Browse.. | *Required |progress bar finishes, you resource will appear
[ | below the blue bar. Click Return to return to the

Dashboard.

progress bar

( Attach Resource Clear

-urrent Resources

Resource Posted By Date Time Deletd
1 ahima Jeff Doe 3/3/201111:31:16 AM | The resource will appear x
here on the page.
Return
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Screen Four: Document Collaboration: Add a collaborative document that members can check out, edit, and check
back in. See the screen shot below to define the options for this screen.

COMMUNITY: Training for Facilitators and Staff

Collaborati TOPIC TITLE: icd-10

The collaboration feature provides a file manager option where your community team members may successively check-out, change and then check-in a single document. The history of
revisions remains available for review.

= The collaboration feature allows you to post a file you
- Activate Document Collaboration can share and edit with others. Upload the file and
then other members can check it out, edit it, and check

© Collaboration ~ "Required |3t back in. While it is checked out, others cannot
Description: check it out, but can view it. You can see who has it
Y checked out as well. It is great for group projects.
¥/ Document Note: * Required
File: : * Required
[ ]
progress bar
Return |
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